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This Civil Service On-line System Job Aid is meant to assist you in attaching files to a requisition in the Civil 
Service On-line System. 
 
Often you will need to attach a file of completed forms/documentation, preferably a PDF scan, to a requisition. 
 
Forms can be found on the Appointing Authority Forms page of our website. 
 
Examples include but are not limited to the following: 
 

 An Examination Announcement Posting Certificate  

 A Public Safety Eligibility Form   

 Residency Verification Form  

 A Selective Certification Questionnaire 

o Bilingual   

o Emergency Medical Technician    

o Gender-Based    

 A Notification of Employment Form (NOE) 
o Signed by all hired candidates and by the Appointing Authority (AA), containing the effective dates 

of hire. 

 A referral/certification, signed by the candidates and the AA.   

 A Certification & Report Supplement - PAR .09 Open Competitive List 

 A Certification & Report Supplement - PAR .09 Departmental Promotional List 
o A Certification & Report Supplement on which the names of all candidates willing to accept are 

listed in the order in which they appeared on the certification and signed by the AA.  
 
 

The system is currently configured to accept the following file types as attachments 

Suggested Application Extension(s) 

Acrobat Portable Document Format pdf 

Internet Explorer htm 

Internet Explorer html 

Microsoft Excel Spreadsheet xls 

Microsoft Excel Spreadsheet (2007) xlsx 

Microsoft Word Document doc 

Microsoft Word Document (2007) docx 

Notepad txt 

Rich Text Format File rtf 

 
 

ATTACHING A FILE TO A REQUISITION 

SYSTEM DO’s 
 

SYSTEM DON’Ts 

Contact your HRD Civil Service Liaison if 
you have questions  

Delete any attachments 

 
 
 
  

http://www.mass.gov/anf/employment-equal-access-disability/civil-serv-info/appointing-authority-information/macs-system-ohc-user-community-informational-sessions-s.html
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-posting-cert.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-eligibility-listing.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-aa-residency-verification.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-bilingual.docx
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-emt.docx
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-cert-gender-2016.docx
http://www.mass.gov/anf/docs/hrd/cs/forms/certdel/cs-form14-certdel.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/certdel/cs-form16-part-ii-par9-open-certdel.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/certdel/cs-form16-part-ii-par9-prom-certdel.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-bilingual.docx
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-bilingual.pdf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-bilingual.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-emt.docx
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-emt.pdf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-certq-emt.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-cert-gender-2016.docx
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-cert-gender-2016.pdf
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-sel-cert-gender-2016.rtf
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How to Attach a File to a Requisition 
 
Locate your requisition - You many need to select Show All Reqs in My Dept, Show Filled Reqs and/or Show 
Cancelled Reqs to view all requisitions associated with your assigned departments. 
 
 
Select the title of your requisition to view it. 
 

 
 
 
Scroll to the bottom of the requisition to see the Attachments area. 
 

 
 
Select the Add New link to open the File Attachment panel for the specific requisition. 
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File Attachment Panel 
 

 
 
File Description  
Type in a description of the files you plan to attach to the requisition. 
Example: 03734 firelt cert noe and forms 
 

 
 
File 
Browse to where the file is saved on your computer and select it, you will see the file name in the File field 
Please note you can attach more than one file at a time if you select Attach another file option 
 
Upload 
When you are satisfied with the File Description and the files you can select the upload button to attach them 
to the requisition and the system will return you to the requisition with the files now attached 
 

 
 
However, if you are not sure you have selected the correct requisition or do not have the files you want to 
attach ready you can select View Requisition to return to the Requisition 
 


